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2009 E-Forum A Great Success  

By Marybelle Yeazel 

  The Michigan Library and 
Historical Center, in Lansing, 
Michigan was the place to be on 
August 25, 2009.  The ninth 
annual Electronic Records Fo-
rum was co-hosted by NARA-
Great Lakes Region-Dayton and 
the Michigan Library and His-
torical Center.  The Library was 
a beautiful venue for the forum. 
The audience was a mix of folks 
from the Federal sector, state 
and local governments, and the 
private sector.  Over 100 atten-
dees were on hand to hear the 
latest news on many topics of 
interest. 

The morning kicked off with 
welcoming remarks from San-
dra Clark, Director, Michigan 
Historical Center and Joseph 
Suster, Director, Records Man-
agement Program NARA-Great 
Lakes Region. 

The keynote speaker was Dr. 
Kenneth Thibodeau, NARA’s 
newly appointed Director of the  
NARA Center for Advanced 
Systems and Technologies.  Dr. 
Thibodeau had been the Direc-
tor of the Electronic Records 
Archives (ERA) since its incep-
tion.  He provided a very 
enlightening update on ERA, 
where it’s been, and where it 
needs to go in the future to en-
sure that electronic Federal 
records are available for use by 

future generations.  One of 
the highlights of his presen-
tation were the slides and 
discussion about moving 
servers with information 
from the outgoing Bush 
Administration to their new 
home in West Virginia. 

Joseph Suster spoke after 
Dr. Thibodeau, and dis-
cussed NARA’s electronic 
records scheduling initiative.  
Galen Wilson, Senior  
Records Analyst from 
NARA-Dayton, took the 
podium from there and 
talked about flexible sched-
uling and its potential appli-
cation to electronic records. 
Both of these presentations 
led to questions on schedul-
ing issues including “big-
bucket” scheduling and re-
tention bands. 

The next presentation was 
on NARA’s E-Records Tool-
kit and featured a team effort 
by James Hurst, Archivist, 
and Marybelle Yeazel,  
Archives Specialist, from 
NARA -Dayton.  James dis-
cussed what the Toolkit is, a 
bit about who contributes to 
it, and how to find it. 
Marybelle then followed and 
did a brief online demonstra-
tion of the Toolkit’s search 
capabilities. 

The Forum’s last speaker was 
Debra Gearheart, Director of 
Records Management for the 
State of Michigan.  She dis-
cussed the state’s quest to get a 
document management system 
in place.  It was a very exciting 
presentation about what they 
have done to get to the point of 
signing on the dotted line for a 
document management system 
that will ensure that state docu-
ments are safeguarded and man-
aged appropriately throughout 
their life cycle. 

Overall, this was the best at-
tended E-Forum in the Great 
Lakes Region to date. The 
Great Lakes Region’s RM staff 
was very fortunate to have the 
Michigan Library and Historical 
Center as a partner.  We truly 
appreciate the hard work by 
Caryn Wojcik, Government 
Records Archivist for the Michi-
gan Historical Center.  Caryn 
took the ball and ran with it 
from the beginning discussions 
about the E-Forum coming to 
Lansing.  She monitored regis-
tration and handled all the logis-
tics for the forum. Major kudos 
go out to her for all the work 
she did behind the scenes in 
Lansing to help make this E-
Forum such a great success. 
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Chicago FEB 
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Inside this issue: 

Upon request, the Great 

Lakes Region provides customer 
oriented, problem-solving techni-
cal assistance to front-end records 
and information management 
problems facing Federal agencies. 
Your agency and NARA form a 
partnership to solve records man-
agement challenges.  Together, 
we develop a project with a well-
defined purpose; tangible prod-
ucts; definite milestones; and a 
time frame for completion. Pro-
jects can last from several days to 
several months. 

 For more information about   
such technical assistance in the 
Great Lakes Region, please  con-
tact:  Galen R. Wilson at 937-
425-0613/ 
Galen.Wilson@nara.gov for  Fed-
eral agencies in Indiana, Michigan, 
and Ohio or  John Stewart at 
773-948-9024/ 
John.Stewart@nara.gov for Fed-
eral agencies in Illinois,   Minne-
sota, and Wisconsin. 
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The Potential Flu Pandemic and Your Agency's Records
 

Chicago Federal Executive Board Briefing on Disasters, COOP and Vital Records 

By Joseph Suster 

Depending on your sources of informa-
tion, the Federal Government may suffer 
from the effects of an H1N1 (swine) flu 
pandemic during the upcoming months. 
While no one knows for sure how severe 
the flu's effect will be on agency opera-
tions, what is known is that many Fed-
eral agencies, including NARA, will rely 
on employees "teleworking" or 
"telecommuting" to continue primary 
mission activities, if the outbreak is wide-
spread. 

  For telecommuting to be effective, agen-
cies must ensure that staff  have remote 
access to those electronic record and non-
record (reference) materials they would 
normally use at their regular workplaces. 
In particular, these include so-called legal 

By John Stewart

  On September 2nd the Chicago Federal 
Executive Board sponsored a briefing on 
Disasters, Continuity of Operation Plans 
(COOP), and Vital Records for agency 
record managers and emergency coordina-
tors.  Great Lakes Region Records Manage-
ment staff presented a 90-minute briefing 
that provided the audience with the most 
current information on the priorities and 
procedures for complying with FEMA’s 
Federal Continuity Directive 1 (FDC 1) 
and NARA’s vital records and disaster re-
sponse recommendations.

  The presentation incorporated lessons 
learned from the natural emergency re-
sponses occurring since Hurricane Katrina 
in 2005.  These experiences emphasize the 
importance of an agency analyzing its es-
sential mission functions, and determining 
strategies for performing the essential ac-
tivities necessary in order to continue op-
erations during or immediately after an 
emergency or disaster.  One component of 
a COOP is a vital records program.  

and financial rights records that document 
and protect the agency's interests and 
those of the constituencies served by the 
agency.  Does your agency have proce-
dures in place to allow some or most of its 
employees to work 
from home or another 
alternate site in case 
of an emergency or 
when social distancing 
is recommended?  If 
so, has provision been 
made to make all 
necessary records, 
including those that 
may contain sensitive 
or confidential information, accessible 
electronically?   Are safeguards in place to 
preserve and protect such electronic  

The briefing concentrated on the basics of 
a vital records program. Such a program 
ensures the continuation of essential func-
tions, and minimizes the long-term effects 
of a disruptive event by identifying and 
protecting vital records.  Agency manage-
ment must put in place a plan by assigning 
roles and responsibilities for vital records 
within the agency, and providing resources 
for staff training so they can identify vital 
records and perform periodic reviews in 
order to keep the plan current. 

Besides identifying essential functions and 
required information, a vital records pro-
gram provides protection strategies, in-
cluding dispersal of information and utiliz-
ing appropriate storage facilities. Vital 
records programs also include taking pre-
ventive and mitigation actions. 

The attendees reviewed the characteristic 
features of “emergency operating records”, 
which include records and databases essen-
tial to the continued functioning of an 
agency during and after a disruptive event; 

records when they are created and/or 
maintained offsite during such an  interim 
period?  

   These and other questions must be an-
swered before an agency initiates a pro-
ductive telecommuting program it   
expects will substitute for employees
 reporting to work in person.  Similar to 
employees and capital, records are among 
the most common and important assets 
any organization has. They need to be 
available, accounted for, and protected, 
just like valued employees, during a pan-
demic or other emergency. 

and “legal and financial rights records”, 
which are records critical to carrying out an 
agency’s essential functions and vital to the 
protection of the legal and financial rights 
of individuals who are directly affected by 
that agency’s activities.    

 The instructional material also explored 
which format is best for vital records and 
the concepts of “static vital records” that 
change little or not at all, and “dynamic 
vital records” that change constantly with 
circumstances or completed work. 

For anyone interested in learning more 
about vital records plans, contact Joseph 
Suster, Regional Records Management 
Program Director, at 773-948-9040 or 
email Joseph.Suster@nara.gov. 

mailto:Joseph.Suster@nara.gov


  

  
       

  
    

 
  

  
   

     

    
  

  
 

 
 

      

  
  

 

    
  

 

 
    

 

    
  

 

   

 

Page 3 Volume 6, Issue 2 

FY 2009 File Closeout 

By James Hurst 

 It’s that time again – the end of the fiscal year, which means that those of us with records management responsibilities should 
close out our files.  This yearly procedure applies to operating records in all media (e.g., paper, electronic, photographs, videos), 
whether maintained at your desk, on your PC, in file cabinets, or in file rooms.  Here are the basic steps: 

1. Cut off FY 2009 files.  Most records series have cutoff instructions described by your agency records schedules.  Accumu-
lated records should be broken out as series for eventual disposal or transfer (to a Federal Records Center, to other onsite or off-
site storage, or to the National Archives for permanent records of all types).  Cutoff dates are September 30 for fiscal year files or 
December 31 for calendar year files. 

2. Set up new files for FY 2010. Create new folders 
(paper or electronic) for records created from October 1, 
2009 forward (for calendar year records, from January 1, 2010 
forward). 

3. Destroy eligible temporary records that are stored 
in your office space.  Temporary records that have reached 
the end of their retention periods (as specified in your agency 
records schedules) must be disposed of.  Instructions on how 
to destroy non-sensitive, classified, and sensitive-but-unclassified information are generally pro-

vided by the records schedule or is available from your agency records officer. 

4. Transfer eligible records to records storage facilities. Records no longer needed for current business but which are 
not yet ready for disposal should be transferred to a storage facility, such as a Federal Records Center, a commercial storage facil-
ity, or storage provided onsite by your agency.  This applies to both temporary and permanent records.  For advice on marking 
boxes and filling out transfer forms, such as the SF 135, you should contact a NARA Federal Records Center or your agency re-
cords officer. 

5. Transfer eligible permanent records to the National Archives. Records (such as some electronic records) that are 
eligible for immediate transfer to the National Archives should be transferred according to NARA guidelines.  Contact NARA or 
your agency records officer for advice on this procedure. 

6. Print and file electronic records.  Because many agencies do not have electronic recordkeeping capability, it is sound 
practice to print and file (in paper records systems) any records that need to be preserved beyond a prescribed period, such as 120 
days. 

These records management practices are essential for your agency to meet its business needs.  For any questions about files close-
outs, contact your agency records officer or your nearest Federal Records Center staff. 

Regional RACO is an annual one-day conference on Federal records management issues 
hosted by the National Archives and Records Administration (NARA). Each year NARA 
picks one of its regional offices to host this event. The Great Lakes Region in Chicago has 
been chosen for 2010.  Stayed tuned for more news on this exciting educational opportu-
nity! 

Coming to Chicago in 2010! 



 
   

   
 

     
  

  

  

  

  
   

 

 
  

 
 

  
 

  
    

   
  

 
  

 

 

  

   

NARA-Great Lakes Region 
3150 Springboro Rd. 
Dayton, OH 45439 

James Hurst Retires after 32 Years of Federal Service at NARA 

By Galen Wilson 

Jim was born in Jacksonville, Illinois, 
and received his undergraduate degree 
from Bradley University in 1965. He 
later pursued post-graduate studies at 
both the University of Illinois and the 
University of Strasbourg in France.  Prior 

to coming to the National Archives, he 
spent eight years teaching French and 
German at Indiana University, Blackburn 
College, and the University of Illinois. 

 He began his NARA career at the Chi-
cago Federal Records Center in 1977 
as a “CIDS” (Career Intern Develop-
ment System) trainee, a program 
that mentored many current manag-
ers throughout NARA.  He later 
transferred to NARA’s Dayton office 
where for many years he was the 
chief of its Appraisal and Disposition 
Branch.  More recently, he has been 
an archivist with the Records Man-
agement office.  Over the years, he 
has become well known in the Fed-
eral community of Ohio, Indiana, 
and Michigan as a talented workshop 
instructor. 

In more recent years he has enjoyed 
spending time with two young grandsons, 
who are poised to occupy a significant 
portion of Jim’s newly expanded free 
time. NARA-Great Lakes wishes Jim a 
long, healthy, and happy retirement. 

Jim received his Service Certificate from Joseph Suster, RM 
Director, Great Lakes Region while Galen Wilson and 
Marybelle Yeazel of the Dayton RM team looked on. 



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



